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Introduction

Once you have Registered and “opted in” to process your Returns online, provided you ‘opt in’ before
5pm on a Tuesday, the following Monday Return sheet will be available online. Supplementary
Returns can be processed the next day.

What is the Advantage to you

View online as soon as you have entered your returns the credit value

Printing a Pick List to go through your shelves to remove the returning magazines

Print and process a Standard Return Sheet in date order so you don't have any late returns
and miss any credits

Process Supplementary Returns online

Process

Login to the Website

Go to Returns page and Generate Pick List for your Outstanding Returns

Pick the magazines, using the Pick List, write in your returning quantities

On the Website click on Enter Return

Type in your returning quantities

Click on Confirm Return to view the Confirmation Page (this shows you the credit value)
Click on Submit Return

Print the PDF Return Claim Summary and Return the tops or full copies as you would
normally

NN E

Instructions

Login to the Website

Go to the web URL (address) of: ~ WWw.gordongotch.co.nz

Click on LogiN =

» Title List » Book Catalogues =) L0GIN Register

.« .
Gordon & Gotch ZIIIIO

The login screen will appear
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ABOUT US OUR SERVICES NEW PUBLISHERS FORMS AND GUIDES

Type in your Login
User Name =
User Mame: Don't have an account?
—) || Register now »
then Password e —
Password:
—) I Forgotten password? »

then click Login

— [Gor]

[ Keep me logged in

If you don’t have an account click on Register now (you will need to wait 24 hours after registration to
log returns online)

The Returns home page will now appear.

QOutstanding Returns Instructions »
If a return sheet is not submitted by the cut off date, the return sheet will be removed from the outstanding returns area as it will have expired.

Recall Date Cut Off Date
11/04/2011 2i05/2011 Generate pick list ¥ Enter Return » 20 days remain to complete thi

Supplementary Returns

Enter Supplementary Return

Recently Submitted Returns

Return Date Type Of Return Submitted Date User Total Status
4/04/2011 Standard 6/04/2011 : -54,240.51 Processing View »
280312011 Standard -§3,184.47 Completed Viewr
2110312011 Standard f -§2,391.49 Completed Viewr
14/03/2011 Standard 16/03/2011 -§2,279.70 Completed Viewr
TI03/2011 Standard 9/03/2011 : -§2,872.87 Completed Viewr
280212011 Standard 110312011 -§3,118.89 Completed Viewr

Outstanding Returns
- shows any Returns current Recall and Cut Off Date
- ‘Generate Pick List’ produces a list that shows all magazines due for recall, you can
write your returning quantities against the title/issues and use this list to enter your
guantities into the website.
- ‘Enter Returns’ is where you enter your quantities

Supplementary Returns
- Gives you access to manually enter or find a title/issue and enter in a returning
guantity

Recently Submitted Returns
- Displays all recently submitted returns and the status
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Printing a Pick Sheet

The printed Return sheet allows you to print off all outstanding returns sheet which will list all the
magazines ready to be returned and gives you a data entry sheet to update the return quantities.

Generate pick list ¥

SELE0T 125
Swrfer

Arscpest

FRENTL 725
The Shad
AugiSep

S58lead 125

Click on this will produce a returns sheet, see sample below
. Ordine Returns Inventary. Print, complete & enter retum guartities at
‘ £ weswvjordongotch.co nzfiretums.
= DO MNOT SEMD THIS COPY 202450 Hahei Store
Gordon & Gotch RETURN 2709/2010
SHEET
Aust Sufing Workd 2. g0 4 Z R
PO J0d - Dt
$55137 140 I:I
f Riplt Up 5.2666 ¢
AvgiSer

14+ 8857 1

|

& E00D &

[ ]

Write in your return quantities and then on the website click on

Enter Return k
SRS 0 take you to the page

where you will type in your quantities
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Enter Returns

% # & 0)

Raturns Entry

= FPutin the Retum Quantiy for each individual 4l ihe biox on the Return Gty column
= [Fyou cannot find the fitle, Luse the Search funchs f o lef of the table
Itwill search for 2ll Tile Descripbon, Tile Code, |Esuss gliption, Issue Mo, and Trade Price 1o find a malch

= COnce completsd, click on the Sanfirm Retum butan and it will fouto a confirmation page

292480 Hahei Store
Retum Dabe: 20/092010

= =) e
k o 0.00

Title Dad b Done Tithe Issue Trade Inv. Credit Retum Claim
; ; Coonle Hi. Price iy ay Gty Value §
ONE NZ AUISER 581683 123 5.6667 ] o n.oon
Earth Garde M. 152 June August 461510 281 5.2000 a 0 2 0.0
Healthy Food Gulde SEptember 521200 155 A.G66T 4 0 e 0.00
Just Codebreaks 120005 125 4 0666 ' 1 3 0
JUuEl CrisEross o
Pocket 120015 125 AE000 3 0 3 0.oo
Memarnes> ER4560 450 7.8333 3 u] 3 0.0
NE House & 0 I—
P 540730 TOO 6.2000 T 1] T 0.0o0
MNE Litesbde Farmer 579300 155 43333 3 0 3 0.0
Zimnenns ronmie Zimnanne\ Cnmirs  orr—
s
I ) +) # # %
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Instructions
» FPlzase review Retum Claim Summary quantiies below
» Once you are happy and all retum quantities are comect click an “Submit Retur” bufton
» The RKetumn Claim cannoi be madified once submifted for processing
® A printable PDF Return Claim Summary will be displayed shorly following submission
= Print out 3 hardcopy and =end it in with 2ny returm copies or covers

Return Claim Summary

292480 Hahei Store

Return Date: 200022010 Expiry Date: 510/2010

Title lssue Title Code I550e Humber Trade Price Returned Value §
Dive NZ Aug/Sep 5681683 125 56667 < 22 57
Earih Gardse P2 152 Jurne August 481510 2B0 5.3000 0 0.00
Healthy Food Guide September 521200 155 1] 0.00
Just Codebreaks ol L I 120005 {25 0 0.00
Just Crisscross Pockst MO 44 120015 125 ] 0.00
Memories= AuglSep BA4RG0 450 3 2380
MNZ House & Garden= Septembar 540130 700 1] 0.00
FZ Lifestyle Farmer Septemhber 572800 155 4 3333 3 13.00
Simpsons Comic Digest SimMpsens Comics Spedia 485880 230 6.5333 0 0.00
Surfing September 539423 73 11.2666 1 11.27
Thats Life Ward Search Waordsearch 20 460790 100 3.1333 3

Totals 14

—

e T

To adjust any Quantities click on I I this will take you back to the quantities entry

screen so you can make the adjustments and “Confirm Returns” again to come back to the summary
screen.

If all okay then click on E
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View Recently Submitted Returns

To view any recently submitted returns go to the View Recently Submitted Returns on the Returns

Home Page and click on V%" next to the return line you wish to view.

\

This will bring up a PDF of the Return Sheet, see sample below.

Click on the X at the top right of the screen to close the PDF === I screen.

Page 8 of 10



How to do Website Returns

Supplementary Returns

This is to be used when returning magazines that are:

Late returns
Returns before due for Recall

Click on Enter Supplementary Return
this will bring up the Supplementary Return page.

To search for a title by barcode, type in the barcode in the Barcode Search, to search by title
description type in the description in the Title Description Search

Type in barcode or title titles description, the website will display the matching titles
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Click on the correct issue’s line, this will bring the title back to allow entry of the quantity

Type in the Return Qty and then click Add/

This will then add the line to the Supplementary Details, which shows the Claim Value (Excluding
GST). Click on Confirm Return, or Remove Selected Return if its not correct.

Confirm Return will bring up the Return Confirmation page, if all correct click on Submit Return

To adjust any quantities click on Adjust Return Quantities, this will take you back to the supplementary
details where you can change the quantities, then click on Confirm Return again to bring you back to
this page.
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